
 
 

Department of Housing and Community Development 
 

January 29, 2007 
 

NOTIFICATION OF VACANCY 

BUSINESS MANAGER        POSITION #00341 
(Financial Services Specialist I) 

LOCATION:          DHCD 
           501 N. 2ND STREET 
           RICHMOND, VA 23219 
 

HIRING RANGE:          $35,000 - $48,000 Annually 
 
DUTIES AND RESPONSIBILITIES: 
The Virginia Department of Housing and Community Development is seeking a Business Manager 
for the Division of Building and Fire Regulations.  This position will develop, administer, and 
manage procedures and software programs to collect, process, invoice and account for revenues 
generated from all Divisional units. Duties will include supervising and processing of seal and permit 
fees; trade certification fees, processing payments for criminal background checks for the blaster’s 
certification program; invoicing attendees for training programs; and collecting and accounting for 
surcharge revenues generated to support the Jack A. Proctor Virginia Building Code Academy.  
 
QUALIFICATIONS GUIDE: 
Knowledge of state accounting policies and procedures and generally accepted accounting principles 
and practices. Demonstrated ability to apply procedures and generate reports, conduct research, and 
collect, organize and present divisional and departmental unit budgets. Ability to understand and 
develop effective internal financial controls systems from different fund sources. Ability to develop 
and implement policy and procedures for the division that complies with state law, regulations and 
department fiscal polices and procedures. Must be able to take and follow directions but work 
cooperatively and independently with program managers. Extensive knowledge of Microsoft Word, 
Excel, Access, and PowerPoint.  Strong interpersonal and oral communication skills. Must possess 
strong analytical skills. Comprehensive knowledge of governmental procurement and procedures and 
practices. Significant experience in accounting operations, accounts receivables or accounts payables. 
Experience with building, fire and certification standards and/or local, state or federal government 
helpful. Graduation from a college or university with course work in accounting, business 
management, public administration, finance, or related field or equivalent combination of training and 
experience. 
 
TO BE CONSIDERED FOR THIS POSITION, YOU MUST COMPLETE A STATE APPLICATION 
THROUGH THE ON-LINE EMPLOYMENT SYSTEM AT http://jobs.virginia.gov/ BY FEBRUARY  5, 
2007, 5:00 p.m., EST. 

 
For additional information contact our Human Resource Office, at (804) 371-7000 

An Equal Opportunity Employer 


